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Bob Quick’s top secret document: a few improvements (full-size items on next two pages) 

Before: laundry listing, unhelpful formatting After: security reminder, clear subheadings, text tables 
 

2 

3 

1 

4 

1 

2 

3 

4 

1. Laundry listing 
A long ‘laundry list’ of points 
makes readers guess how the 
points fit together. 

Group points together under 
subheadings and it helps 
readers see where you’re 
going. Or put them into a 
table. Or do both… 

2. Bullet formatting 
These bullets are jammed 
together and won’t help 
readers. The sub-points  
(eg ‘dynamic entry, firearms’) 
could be on the line above 
(eg ‘3 x GHP’). And the 
second lines of bullets (eg 
‘accommodation type’) tuck 
under the line above instead 
of aligning neatly. 

3. Formatting 
‘Immigration status’  
is both bulleted and 
underlined. Bulleting suggests 
it’s the child of a parent-
subhead – it’s not – and the 
underlining suggests it’s a 
hyperlink. 

Better to use bold-text for 
subheadings, and numbering 
subheads helps.  

4. Be consistent 
Either put numbers before  
or after the subject – don’t  
do both. 

 

 

1. Security reminder 
It might work… pictures 
are hard to ignore, and 
picture captions get four 
times the readership of 
body text. 

2. Mini summary 
Even short documents 
benefit from a summary 
that sets out the key 
points. (The original  
has a sort-of summary, 
but the formatting 
undermines it.) 

3. Clear subheadings 
Grouping topics under 
bold-text subheadings 
helps readers see what’s 
coming next. 

4. Text tables 
Grouping related 
content into a table 
helps readers take in 
content quickly.  

And text tables are  
an efficient use of  
page space. 






